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Tirana, 12 October, 2020
INSTRUCTIONS TO TENDERERS
Contract title:  “Communication Expert/s”

Financing:   Financed by the United Nations Peacebuilding Fund (UNPBF) and United Nations Population Fund (UNFPA)
When submitting their tenders, tenderers must follow all instructions, forms, terms of reference, draft contract provisions and specifications contained in this tender dossier. Failure to submit a tender containing all the required information and documentation within the deadline specified may lead to the rejection of the tender.
1. The services required by the Contracting Authority are described in the terms of reference (part D of the tender dossier) and form an integral part of the Contract.  
2. Timetable

	
	 DEADLINE
	TIME*

	Deadline for requesting clarification from the contracting authority
	Up to  5 (five) working days before the deadline for submission of tenders
	17:00

	Last date for the contracting authority to issue clarification
	At the latest 2 (two) working days after receiving them.

 
	17:00 

	Deadline for submitting tenders
	 27.10.2020
	 17:00


* All times are in the time zone of the country of the contracting authority
 
3. Participation, qualification and subcontracting

a) Participation in this tender procedure is open to all legal entities (natural person and legal person)
b) Qualification: Upon meeting the selection criteria.

c) Subcontracting is not allowed.  
4. Content of tender
The tender must comprise of a Technical offer and a Financial offer.

4.1.
Technical offer

The technical offer must include the following documents:

1. Tender submission form according the template given in the tender dossier (ANNEX I of the tender dossier), including:
a.  “STATEMENT”, 
b. “DECLARATION ON HONOUR ON EXCLUSION CRITERIA”,  
c.  “FINANCIAL IDENTIFICATION FORM” 
 * The above mentioned form to be completed and signed by the tenderers.
The evidences to support the selection criteria (as settled in Terms of Reference)
2. In case the tenderer applies as an individual he/she must submit Curriculum Vitae of the expert, reference list and portfolio (if applicable).
3. In case the tenderer applies as a Company: -  Curriculum Vitae of the Company, reference list and portfolio (if applicable). as well as the name of the key expert(s) along with Curriculum Vitae of the expert/s, reference list and portfolio (if applicable).
4. Cover letter explaining why the expert(s) are the most suitable candidate(s) for the advertised position. The cover letter should explain the approach and how the assignment should be undertaken. 
Please demonstrate the success of the similar assignments undertaken in the past accompanied by reference letters of contractors for previous similar assignments.

5. Links or attachments of similar work product
6.  A copy of the diploma of the expert (if the tenderer applies as an individual)
7. A copy of the diploma of the key expert(s) (in case the tenderer applies as a Company).
8. Copy of passport of the expert/s, key expert/s
* The qualifications and experience of the expert/s must clearly match the profiles indicated in the Terms of Reference.  
4.2.
Financial offer

The Financial offer, must be presented as an amount in Euro and must be submitted using the template of Annex II of this tender dossier. 
*Tenderers are reminded that the maximum budget available for this contract, as stated in the contract notice, is 16 000 (sixteen - thousand) EUR gross. Payments under this contract will be made in the currency of the tender. 

*The expert is responsible for paying all the taxes related to this assignment
* All costs of travel and logistics should be included in the financial offer.

Offers, all correspondence and documents related to the tender exchanged by the tenderer and the contracting authority must be in English.
Supporting documents furnished by the tenderer may be in another language, provided they are accompanied by a translation into the language of the procedure. For the purposes of interpreting the tender, the language of the procedure has precedence. 

 Failure to fulfil the requirements of this clauses will constitute an irregularity and may result in rejection of the tender.
*All documentary proof as well as forms, statements and declarations comprising technical offer and financial offer must be   scanned copies of the originals. 
*Tenderers are reminded that the provision of false information in this tender procedure may lead to the rejection of their tender.

5. Additional information before the deadline for submitting tenders

The tender dossier should be clear enough to avoid tenderers having to request additional information during the procedure. If the contracting authority, either on its own initiative or in response to a request from a tenderer, provides additional information on the tender dossier, it must send such information to all the tenderers at the same time.

Tenderers may submit questions to the following email address: 

· procurement@rycowb.org up to 5 (five) working  days before the deadline for submission of tenders expires, specifying  the contract title.

The contracting authority has no obligation to provide clarification after this date.

The contracting authority must respond to request for clarifications at the latest 2 (two) working days after receiving them.

Any tenderer seeking to arrange individual meetings with the contracting authority concerning this contract during the tender period may be excluded from the tender procedure.

No information meeting or site visit is foreseen. 

6. Submission of tenders

          Tenders must be sent to the contracting authority within the given deadline in point 2 “Timetable” of Instructions to tender. They must include the requested documents specified on clause 4 above and be sent to the following email address:
procurement@rycowb.org 
· Tenders submitted by any other means will not be considered. 

· All tenders submitted after the above given deadline shall be rejected.
7. Amending or withdrawing tenders

Tenderers may amend or withdraw their tenders by e mail referring to the above given email address prior to the deadline for submitting tenders. The subject of the email must be ‘Amendment….’ or ‘Withdrawal…’ as appropriate. Tenders may not be amended after this deadline.

8. Costs for preparing tenders

No costs incurred by the tenderer in preparing and submitting the tender are reimbursable. All such costs must be borne by the tenderer.

9. Ownership of tenders

The contracting authority retains ownership of all tenders received under this tendering procedure.  

10. Evaluation of tenders

10.1
Examination of the administrative conformity of tenders

The aim at this stage is to check that tenders comply with the essential requirements of the tender dossier. A tender is deemed to comply if it satisfies all the conditions, procedures and specifications in the tender dossier without substantially departing from or attaching restrictions to them.

Substantial departures or restrictions are those which affect the scope, quality or execution of the contract, differ widely from the terms of the tender dossier, limit the rights of the contracting authority or the tenderer’s obligations under the contract or distort competition for tenderers whose tenders do comply. Decisions to the effect that a tender is not administratively compliant must be duly justified in the evaluation minutes.

If a tender does not comply with the tender dossier, it will be rejected immediately and may not subsequently be made to comply by correcting it or withdrawing the departure or restriction.

10.2   Evaluation of technical offers

The quality of each technical offer will be evaluated in accordance with the award criteria. No other award criteria will be used. The award criteria will be examined in accordance with the requirements indicated in the Terms of Reference.

10.2.1
Interviews 
 Interviews with the shortlisted candidates may be considered, before taking a final decision for the candidate who will be granted the contract. 
The interview shall be conducted by Zoom meeting (further details will be sent in due time for the technicalities) and the date and time of these interviews will be confirmed or notified to the tenderer at least 3 days in advance. If a tenderer is unable to participate in an interview by force majeure, a mutually convenient alternative date and time is arranged with the tenderer. If the tenderer is unable to participate in this second scheduled time, its tender will be eliminated from the evaluation process.

10.3.
Evaluation of financial offers

Upon completion of the technical evaluation, the highest ranked candidate(s) who would be found qualified for the assignment will be considered for the financial evaluation Tenders exceeding the maximum budget available for the contract are unacceptable and will be eliminated. Only 
Any arithmetical errors are corrected without penalty to the tenderer. 
10.4.
Choice of selected tenderer 

The best price-quality ratio is established by weighing technical quality against price on an 70/30 basis having regard of the following distribution among the selection criteria.:  
a) Technical criteria – 70% of total evaluation

Criteria A: Advanced University degree in communication, marketing or related field – max points: 5%

Criteria B: At least 10 years of experience and a proven track record in strategic communications planning, development, and advertising – max points: 20%;  

Criteria C: Extensive consulting experience on designing, producing publishing and disseminating communication products – max points: 15%

Criteria D: Excellent oral and written proficiency in English required. Knowledge of other official languages of the Western Balkan region would be preferable – max points: 5% 

Criteria E: Relevant experience and background in working for governments and/or international organizations, especially in the field of strategic communications; – max points: 15%; 

Criteria F: Ability to work with and review data, presenting findings in a user friendly, clear and appropriate manner; - max points: 5%

Criteria G: Ability to work in a multicultural environment and to display cultural, gender, nationality and religion sensitivity, and adaptability; max points: 5%
b) Financial offer – 30 % of total evaluation.
10.5
Confidentiality

The entire evaluation procedure is confidential, subject to the contracting authority’s legislation on access to documents. The evaluation committee’s decisions are collective and its deliberations are held in closed session. The evaluation reports and written records are for official use only and may be not communicated to the tenderers.
11. Ethics clauses / Corruptive practices


a)
Absence of conflict of interest
         The tenderer must not be affected by any conflict of interest and must have no equivalent relation in that respect with other tenderers or parties involved in the project. Any attempt by a tenderer to obtain confidential information, enter into unlawful agreements with competitors or influence the evaluation committee or the contracting authority during the process of examining, clarifying, evaluating and comparing tenders will lead to the rejection of its tender.

b)
Respect for human rights as well as environmental legislation and core labour standards

         The tenderer and its staff must comply with human rights and applicable data protection rules. In particular, and in accordance with the applicable basic act, tenderers and applicants who have been awarded contracts must comply with the environmental legislation, and with the core labour standards as applicable and as defined in the relevant International Labour Organisation conventions (such as the conventions on freedom of association and collective bargaining; elimination of forced and compulsory labour; abolition of child labour).

c)
Unusual commercial expenses 

         Tenders will be rejected or contracts terminated if it emerges that the award or execution of a contract has given rise to unusual commercial expenses. Such unusual commercial expenses are commissions not mentioned in the main contract  

d)
Breach of obligations, irregularities or fraud

         The contracting authority reserves the right to suspend or cancel the procedure, where the award procedure proves to have been subject to breach of obligations, irregularities or fraud. If breach of obligations, irregularities or fraud are discovered after the award of the contract, the contracting authority may refrain from concluding the contract.

e)
Anti-corruption and anti-bribery 

          The tenderer shall comply with all applicable laws and regulations and codes relating to anti-bribery and anti-corruption. The Contractor Authority reserves the right to suspend or cancel project financing if corrupt practices of any kind are discovered at any stage of the award process or during the execution of a contract. For the purposes of this provision, ‘corrupt practices’ are the offer of a bribe, gift, gratuity or commission to any person as an inducement or reward for performing or refraining from any act relating to the award of a contract or execution of a contract already concluded with the contracting authority. 
12. Signature of contract(s)

12.1.
Notification of award
The successful tenderer will be informed by electronic means that its tender has been accepted.     The successful tenderer shall then confirm availability or unavailability within 2 days from the date of the notification of award. 

The other tenderers will, at the same time as the notification of award is submitted, be informed that their tenders were not retained, by electronic means, including an indication of the reason. The second best tenderer is informed of the notification of award to the successful tenderer with the reservation of the possibility to receive a notification of award in case of inability to sign the contract with the first ranked tenderer.  

12.2.
Signature of the contract(s)/ Implementation of the service
 After the expiry of the appeal period (in cases when no appeals have been submitted) or after the end of appeal process if the award decision has not been subject to changes deriving from appeal process. the Contracting Authority will invite the successful tenderer to sign the contract.

Failure of the selected tenderer to comply with this requirement and/or availability may constitute grounds for annulling the decision to award the contract. In this event, the contracting authority may decide to award the contract to the second place ranked tenderer or cancel the tender procedure. 

Should the Contracting Authority learn that a tenderer has confirmed the availability and signed the contract although the tenderer has deliberately concealed the fact of unavailability for the start of the assignment, the Contracting Authority may decide to terminate the contract 

13. Cancellation of the tender procedure

In the event of cancellation of the tender procedure, the contracting authority will notify tenderers of the cancellation. 

Cancellation may occur, for example, where:

· the tender procedure has been unsuccessful, i.e. no suitable, qualitatively or financially acceptable tender has been received or there is no valid response at all;

· there are fundamental changes to the economic or technical data of the project;

· exceptional circumstances or force majeure render normal performance of the contract impossible;

· all technically acceptable tenders exceed the financial resources available;

· there have been breach of obligations, irregularities or frauds in the procedure, in particular if they have prevented fair competition;

· the award is not in compliance with sound financial management, i.e. does not respect the principles of economy, efficiency and effectiveness.
In no event shall the contracting authority be liable for any damages whatsoever including, without limitation, damages for loss of profits, in any way connected with the cancellation of a tender procedure, even if the contracting authority has been advised of the possibility of damages. The publication of a contract notice does not commit the contracting authority to implement the programme or project announced.

14. Appeals

Tenderers believing that they have been harmed by an error or irregularity during the award process may file a complaint. which should be sent electronically to the Contractor Authority in the same address tenders were submitted up to 2 working days after receiving evaluation results. The Contractor Authority should respond to the tenderer by electronic means too at the latest 2 (two) working days after receiving the compliant.

   Head of Contracting Authority

 Djuro Blanusa

 Secretary General
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